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Learning by Doing
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This program is
run over one day

Contact:
Cell:
E-mail:

Web:
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This course

designed to

teach

students
basic MS®
Word skills®

On completion of this course students will be able to use Word to
\‘: create and edit simple documents
§ format documents
§ add tables and lists
§ add design elements and layout options
i
« proof documents

Getting Started with Word

Th . rogramme Outline
QLeaei"nlng Programme Outline

Editing a Document

»Formattmg Text and Paragraphs

Inserting Graphic Objects

Controlling Page Appearance

»Customlsmg the Word Environment

Malcolm Haffner

083 260 3743
malcolm@thelearninglink.co.za
www.thelearninglink.co.za
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