CHAPTER 1

Getting Started
1.1.  Create Your First Word Document
1.2. Add a Cover Page
1.3.  Apply themes to Your Document
1.4.  Count the Number of Words in Your Document
1,5. Add AutoText in Word
16. Navigate Your Document
17.  Read Documents in Word
JEHAPTER 2
Formatting
2.1,  Add a Heading
2.2, Add or Remove Text Effects
2.3.  The Format Painter -
2.4.  Add, Change, or Delete WordArt 5
2.5.  Adjust the Spaces between Lines or Paragraphs
16.  Apply Strikethrough Formatting
27.  Make Text Superscript or Subscript
28.  Paste Options
29,  Create Bullets S —
2.10. Create Newsletter Columns — — —
CHAPTER 3

Page Setup and Design

31.  Change or Set Page Margins
3.2.  Add or Remove Headers, Footers,
and Page Numbers
3.3.  Add Borders and Shading
~ 34 AddaBackground Fill S
CHAPTER 4

2L

~ Tables and Charts

Create a Table
4.2. Draw a Table
h m&’{i I : O Ff- Microsoft®
43. Format a Table
44. Move or Copy a Table
4.5.  Sort the Contents of a Table
46. Add a Chart in Word Document
CHAPTER 5
Graphics &
51.  Use of the Clip Organizer
5.2,  Pictures and Clip Arts
5.3.  Pictures Styles
54. Wrap Text around Objects
5.5, Insert WordArt
56. Insert Shape Objects
57.  Insert SmartArt Objects
J
CHAPTERG
Mail Merge
6.1. Start Mail Merge
6.2.  Create a New Recipient List
6.3. Insert Merge Fields
6.4. Create the Envelopes
6.5. Create Forms
6.6. Using Microsoft Translator Tool
6.7 Word Save As PDF
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