Microsoft® Office Word 2007 is the newest version of Microsoft's popular word processor. If you've used previous versions of Word, this one-level course will help you get up and running with Word in no time. Course highlights include complete coverage of the new interface, SmartArt, themes, and the new file format.
Audience
This course was designed for intermediate users of Microsoft® Word with previous knowledge or experience working with Microsoft® Word 2000 or 2003.
Course Duration
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1 Day(s) of Classroom Instruction (OR)
10 Hours of Online Instruction

Pre-Requisite Knowledge
To ensure student success, prior to attending this course, it is recommended that students have taken the following courses (or have equivalent knowledge):
	Required:
	Strongly Recommended:

	Knowledge of and experience in the use of the Microsoft® Windows operating system.
	Microsoft® Office Word 2003 - Levels 1-2


Skills Taught
Upon course completion, participants will be able to:
Use the new interface and the Help features.
Use the options in the new Page Setup group and the improved Print Preview feature
Insert the new pre-formatted elements, including cover pages, headers and footers, building blocks, tables of contents, and bibliographies
Enhance documents using themes and graphics, including QuickStyles, Style Sets, SmartArt and text boxes
Prepare documents for publication using compatibility settings, the Document Inspector, and the Mark as Final tool
Use Word with document servers and blog sites
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Course Content
Lesson 1: Getting Started (2:30)
To begin, we will take a quick look at the new interface and the new help features. We will then look at how to use the new Page Setup chunk and the improved Print Preview.

Objective 1.1: Starting Out
Objective 1.2: Using Page Setup
Objective 1.3: Using Print Preview
Objective 1.4: Getting Help in Word

Lesson 2: The New Interface (3:50)
This lesson will focus on the new interface, including the Quick Access Toolbar and the three main default tabs.

Objective 2.1: Getting Acquainted
Objective 2.2: The Quick Access Toolbar
Objective 2.3: Ribbons and Chunks
Objective 2.4: The Home Ribbon
Objective 2.5: The Insert Ribbon
Objective 2.6: The View Ribbon

Lesson 3: Working with Documents (4:05)
Participants will learn about some of Word's new pre-formatted elements, including cover pages, headers and footers, building blocks, tables of contents, and bibliographies.

Objective 3.1: Working with Pages
Objective 3.2: Creating Basic Headers and Footers
Objective 3.3: Using Language Tools
Objective 3.4: Using Building Blocks
Objective 3.5: Creating a Table of Contents
Objective 3.6: Creating a Bibliography

Lesson 4: Styles, Themes, and Graphics (3:20)
This lesson will look at themes and graphics, including SmartArt and text boxes. We will also learn how to use QuickStyles and Word's new style sets.

Objective 4.1: Making your Document Consistent
Objective 4.2: Creating SmartArt
Objective 4.3: Using Text Boxes
Objective 4.4: Using the Quick Style Gallery
Objective 4.5: Changing your Styles
Objective 4.6: Doing More with Styles

Lesson 5: Working with Files (3:15)
To conclude, we will learn about the new file types, publishing a document to PDF, compatibility settings, the Document Inspector, the Mark as Final tool, and how to use Word with document servers and blog sites.

Objective 5.1: Saving your Files
Objective 5.2: Finishing your Files
Objective 5.3: Making Word Work Backwards
Objective 5.4: Working with XML
Objective 5.5: Publishing Documents

What’s Next?

The following courses would be suggested to continue on this Learning Path:

Microsoft® Word 2007 - Levels 2-4
Microsoft® SharePoint Services 3.0


System Configuration
Hardware Requirements
For this course, you will need one computer for each student and one for the instructor. Each computer will need the following minimum hardware configuration:
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Intel® Pentium® IV 1.5 GHz processor (2 GHz recommended)
Minimum 256 MB of RAM; 512 MB of RAM recommended
10 GB of hard disk or larger if you use Windows® XP Professional as your operating system (at least 1 GB of free hard disk space available for the Office installation) 
CD-ROM or DVD drive
Mouse or other pointing device
1024 x 768 resolution monitor (recommended)
VGA or higher video adapter
Network cards and cabling for local network access
Internet Access
Printer (optional) or Printer Driver installed to use Print Preview

Projection system to display the instructor’s computer screen

Operating System Requirements
Windows® XP Professional (with Service Pack 2) or greater
Software Requirements

Microsoft® Office Professional 2007 Edition
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