Word for Beginners
Your Name

 your email
your phone
A Few Things to Know

· There is drop-in time here on Tuesdays and Thursdays from 3:00-5:30 for people who would like some extra time to work on class materials or would like to ask more questions. See the handout for more information. There are no make up classes. If you miss one, please come to drop in time.

· The classroom computers are not very customizable. There may be ways to configure Word that are easier to use than the way they are set up here. If you have a computer at home, your version of Word may behave differently. You can bring a laptop to class, but you will not be able to connect to the Internet and your version of Word may be somewhat different.

· We will sometimes be saving class work on to disks so that we will have them for the next class. I will keep the disks here. If you want a disk to take home, let me know and I can give you an extra one.

Class Outline [topics may change slightly based on student skill levels]

· Tuesday November 13th: introductions, basic vocabulary, "what is a word processor?", working with files, working with text, working with documents

· NO CLASS THURSDAY - MAKE-UP CLASS NEEDED

· Tuesday November 5th: formatting a document, menus/toolbars, making your own doc.

· Tuesday November 20th: formatting jamboree!

· Tuesday November 27th: special effects with columns, tables, images

· Thursday November 29th: special projects, depending on class interests

Keep a few things in mind

1. I will probably touch on more topics than anyone is expected to remember at one time. I'll repeat ideas often and if I don't, please remind me. 

2. Word does many many things. We will be covering a small number of those things so much of what we are learning is where to find the things we do want to do, among all the other things we don't (yet!) want to do.

Some Computer Vocabulary You Should Know

click, double-click, font, menu, scrollbar, toolbar, save as, select 

Some Word Vocabulary

cut, copy, paste

formatting, font, paragraph, bold, italic, ¶

toolbars, scroll bars, bullets, borders

normal view, page view, print preview
don't forget drop-in time Tuesdays 2:30-5


