
	Course Name
	Typical Dates
	Typical Times

	Improvers Word
	
	Typical Times

am but could be pm or evening

	Trainers

Rosie Cordell
	No of sessions

3 sessions of

2 hours each
	Cost

£30

	Resources

Microsoft 2007

	
	


	What is the course?
A chance for those who have been using their computer for a while to expand their understanding of Word using more advanced features.



	Who would benefit

Someone who has been using their PC for a while and is now ready to explore more than the basics. Don’t have to have done Beg IT but do need to feel reasonably confident with the basics of Word.


	What previous experience is required

Beginners IT and some practice at home, so that they are reasonably confident
Not for people who have only just done the beginners IT course, unless they have also done lots of practice. This is NOT a rerun of the beginners course and it is NOT a beginners revision course. It is for people who genuinely want to build on their existing word processing skills and are comfortable with their PC so far.


	Learning Objectives
To expand the knowledge of Word so that they can use their computer to do more complex activities

Specific skills with Word such as clipart and mail merge are not taught in this course. They are available as separate courses for people at this level



	Class sessions

Weeks 1 & 2: Setting out a document more professionally
· Ruler and zooming in and out; page set up; headers and footers, line and paragraph formatting, format painting, changing case, page breaks, copying between and within documents, view options, thesaurus & spelling
Week 3: 

· More of WORD facilities tables, bullets and numbering, templates


	NB Please check that you have Word 2007 on your computer before booking on this course. 


