Microsoft Word: Desktop Publishing

Word Overview

Launching the Program

Creating and Opening Documents

Using Templates

Menus (and keyboard shortcuts)

Customizing the Toolbars

Document Views

Setting Margins

Working with Text


Style Gallery


Changing Font, Size, and Alignment


Editing, Selecting, Copying, Pasting, and Deleting


Finding and Replacing


Inserting Fields


Bullets and Numbers


Text in Columns


Spelling and Grammar

Inserting Graphics


AutoShapes


Word Art


Clip Art


Text boxes


Charts

Inserting Digital Camera Images

Inserting Scanned Images

Working with Tables and Outlines

Creating Headers and Footers

Ruler and Setting Tab Stops

Saving Word Documents

Previewing and Printing Word Documents

